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Who Are You? 
 (Select One)
  
Routing Basics
(Select One)
MILPERSMAN Terminology & Definitions
Routing (Generalized)
Responsible Office's Routing
1 - All Interested Parties (Coordination)  
2 - Unit/Section/Branch Head (Approval)
3 - Division Director (Approval)
4 - Department Head (Approval)
5 - Turn Package(s) over to BUPERS-01 for 
    Editing and Final Approval Routing 
    (Add BUPERS-01 to Tasker) 
 
  
BUPERS-01's Final Approval Routing 
1 - BUPERS-01(MILPERSMAN Manager)
2 - OPNAV (N13) (Policy)
3 - BUPERS-00J (Legal)
4 - BUPERS-00B (ADCNP)
5 - BUPERS-00BA (DCNP Flag Secretary)
6 - BUPERS-00B (DCNP)
Responsible Office
Listed at the top of every MILPERSMAN article with contact telephone number.  Responsible for article annual reviews, update, and routing.  Responsible for answering questions and concerns regarding article content. 
Joint Responsible Office
More than one office listed at the top of the article with contact telephone numbers.  Articles with Joint Responsible Offices should be coordinated and chopped by both offices and their respective chain(s) of authority.
Interested Parties
Any office or organization having a valid interest, as their operation may be impacted by a change to the article, or they may need to provide input concerning a change.  Generally, any office code or outside agency mentioned in an article.
 
  
Examples of Interested Parties:
OPNAV (N13 Policy Branch) is a required Interested Party for all articles. 
PERS-313 when "Service Records" are mentioned 
PERS-2 when "PERSUPP Det," "PSD," "disbursing," etc. are mentioned 
BUPERS-07 when "PII," "Last 4 SSN," "Social Security Number," "Date of Birth," etc. are mentioned
Policy or Procedures Change
Amends portion(s) of an article that effects a change to policy or procedures.
Administrative Change
Amends non-substantive portions of an article (e.g., update of references and forms, grammatical corrections, minor wording changes for clarity, correction of telephone numbers and organization codes).
New Article
New material added to the MILPERSMAN. Request blank MILPERSMAN Article Template  from BUPERS-01
Cancelled Article
Article removed from the MILPERSMAN.
Responsible Office Change
Change of ownership and functional responsibility requires chops from both current and proposed responsible offices and their chain(s) of authority.  Articles with joint responsible offices should be coordinated and chopped by both, and their chain(s) of authority.
Final Approval Routing	
BUPERS-01 responsibility to route through applicable final approval authorities: 
1 - BUPERS-01(MILPERSMAN Manager)
2 - OPNAV (N13) (Policy)
3 - BUPERS-00J (Legal)
4 - BUPERS-00B (ADCNP)
5 - BUPERS-00BA (DCNP Flag Secretary)
6 - BUPERS-00B (DCNP)
Coordination of Interested Parties
  Any office or organization having a valid interest, as their operation may be impacted by a change to the article, or they may need to provide input concerning a change.  Generally, any office code or outside agency mentioned in an article.
  
Examples of Interested Parties:
OPNAV (N13 Policy Branch) is a required Interested Party for all articles. 
PERS-313 when "Service Records" are mentioned .
PERS-2 when "PERSUPP Det," "PSD," "disbursing," etc. are mentioned. 
BUPERS-07 when "PII," "Last 4 SSN," "Social Security Number," "Date of Birth," etc. are mentioned.
 
  Chops should be from all Interested Parties, offices, and organizations mentioned in the body of the article, or anyone the Responsible Office feels needs to review or update a portion of the article.  
 
  Generally, anyone having a valid interest, as their operation may be impacted by a change to the article, or they may need to provide input concerning a change.  Any office code or outside agency mentioned in an article is considered an Interested Party and should chop all changes to the article.  Once routing through the Interested Parties is complete, route through the Responsible Office's chain of command.
Division/Department Approvals
  Responsible office must obtains the following division/department approvals:
                  Unit/Section/Branch Head 
                  Division Head 
                  Department Head  
 
Once all Division/Department Approvals have been received 
the package is turned over to BUPERS-01 MILPERSMAN Manager.  
 
  NOTE 1: Commander/Commanding Officer approval is required if the responsible office is an activity other than CNO, BUPERS, or NAVPERSCOM. 
 
  NOTE 2: Change of ownership and functional responsibility requires chops from both current and proposed responsible offices and their chain(s) of authority.  Articles with joint responsible offices should be coordinated and chopped by both, and their chain(s) of authority.
Final Approvals
  Final Approvals (coordinated and routed by BUPERS-01) are as follows:
         1 - BUPERS-01(MILPERSMAN Manager)
         2 - OPNAV (N13) (Policy)
         3 - BUPERS-00J (Legal)
         4 - BUPERS-00B (ADCNP)
         5 - BUPERS-00BA (DCNP Flag Secretary)
         6 - BUPERS-00B (DCNP)
 
For questions or concerns regarding final routing contact
the MILPERSMAN Manager at (901) 874-3050 (DSN: 882)
Consolidate Articles
  Responsible offices should consolidate articles whenever possible.  All articles must have their own individual tasker and separate NAVPERS 5602/7 MILPERSMAN Review and Change Request.  All related tasker packages will be routed together in group and must be submitted to BUPERS-01 once all have received Interested .  
  
  Examples:
  Canceling one article and incorporating the information into an existing article.
  Canceling two articles and developing a new article with combined content.
Priority Article Routing
A Priority Article is defined as any article that needs to be expedited through the Final Approval codes within 5 weeks, provided there is a valid e-mail justification explaining reason for urgency.  Contact BUPERS-01 at 874-3050
URGENT Article Routing
An Urgent Article is defined as any article that needs to be expedited through the Final Approval codes within 1 week, provided there is a valid e-mail justification explaining reason for urgency with a deadline driven date.  Contact BUPERS-01 at 874-3050
Responsible and Joint Responsible Office(s)
The Responsible Office(s) is listed at the top of every MILPERSMAN article.  When an article has more than one office listed, it is considered to be jointly owned by both offices.  Both the Responsible and Joint Responsible Office should coordinate reviews and updates together.   
 
Responsible and Joint Responsible Offices Responsibilities: 
 
    1. Accuracy of policy and or procedures;
 
    2. Currency of forms, publications, and directives referenced within the articles;
 
    3. Consolidation of articles whenever possible;
 
    4. Deletion of articles, or portions thereof, that are no longer applicable and 
          have served their purpose;
 
    5. Identifying a new Responsible Office due to reorganization, change of office 
          code area of responsibility, etc., and change ownership; and
 
    6. Ensuring articles are written in direct, simple language so that personnel at 
          all levels of administration can thoroughly understand the information.
 
Interested Party(s)
Any office or organization (internal or external) having a valid interest, as their operation may be impacted by a change to the article, or they may need to provide input concerning a change.  
 
Generally, any office code or outside agency mentioned in an article. 
 
Examples of Interested Parties:
  * OPNAV (N13 Policy Branch) is a required Interested Party for all articles.
  * PERS-313 when "Service Records" are mentioned. 
  * PERS-2 when "PERSUPP Det," "PSD," "disbursing," etc. are mentioned. 
  * BUPERS-07 when "PII," "Last 4 SSN," "Social Security Number," 
    "Date of Birth," etc. are mentioned.
How to Update an Existing MILPERSMAN Article
1.  Request article(s) in MS Word format from BUPERS-01 at: MILL_MILPERSMANMGR@navy.mil.
 
2.  Make necessary changes to the article using Track Changes.
 
3.  Fill out NAVPERS 5602/7 and sign as a Responsible Office.
 
4.  Send to all Interested Parties.  
 
Note:  Make sure all Interested Parties use Track Changes and sign NAVPERS 5602/7.
 
5.  Review all changes made to the article and resolve any issues.
 
6.  Consolidate all Interested Parties changes into one document.
 
7.  Send up through chain of command for department head approval.
 
8.  Consolidate all chain of command changes into one document. 
 
9.  Verify all references, forms, codes, and telephone numbers are current.
 
10.  Send to BUPERS-01 for editing and routing through the Final Approval Phase.  
 
Note:  BUPERS-01 will notify the POC listed on NAVPERS 5602/7 once the article is DCNP approved.
How to Create a New MILPERSMAN Article
1.  Request article template in MS Word format and new MILPERSMAN article number from BUPERS-01 at: MILL_MILPERSMANMGR@navy.mil.
 
2.  Write article.
 
3.  Fill out NAVPERS 5602/7 and sign as a Responsible Office.
 
4.  Send to all Interested Parties.  
 
Note:  Make sure all Interested Parties sign NAVPERS 5602/7.
 
5.  Review all changes made to the article and resolve any issues.
 
6.  Consolidate all Interested Parties changes into one document.
 
7.  Send up through chain of command for department head approval.
 
8.  Consolidate all chain of command changes into one document. 
 
9.  Verify all references, forms, codes, and telephone numbers are current.
 
10.  Send to BUPERS-01 for editing and routing through the Final Approval Phase.  
 
Note:  BUPERS-01 will notify the POC listed on NAVPERS 5602/7 once the article is DCNP approved.
How to Cancel a MILPERSMAN Article
1.  Request article(s) in MS Word format from BUPERS-01 at: MILL_MILPERSMANMGR@navy.mil.
 
2.  Place a "Cancelled" watermark across the MS Word document.
 
3.  Fill out NAVPERS 5602/7 and sign as a Responsible Office.
 
4.  Send to all Interested Parties.  
 
Note:  Make sure all Interested Parties sign NAVPERS 5602/7.
 
5.  Resolve any issues with the cancellation.
 
6.  Send up through chain of command for department head approval.
 
7.  Send to BUPERS-01 for routing through the Final Approval Phase.  
 
Note:  BUPERS-01 will notify the POC listed on NAVPERS 5602/7 once the article is DCNP approved for cancellation.
How to Update an Existing MILPERSMAN Article
1.  Review your content in the article.  2.  Make necessary changes to the article using Track Changes.   3.  Resolve any issues with Responsible Office.   4.  Sign NAVPERS 5602/7 as an Interested Party.   5.  Send article and signed NAVPERS 5602/7 back to Responsible Office.
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